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MEMORANDUM FOR THE RECORD 

SUBJECT: Processing of Procurement Transactions at Headquarters 

Previously Recorded as Direct Charges Against Vouchered 
funds Allotments Controlled by Oonpoaents (Other than 
Procurement Allotments) 

RHfMBKS: Stair Study dated. 19 May i 960 , subject: Controlling Property 
Funds and Costs in Fiscal Year l<?6l 


m 
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1. A change in subject is required effeetlre 1 JUly i960 resulting 
from the adoption of the general procurement accounts to which all property 
procurements will be charged. In fiscal year 1961 separate woucbered fund 
allotments for the procurement of property sill be provided to the following^ 


components : 


Contact Division / 

Foreign Documents Division 


I ►t: tt> i 


Office of Research and Reports 
Office of Logistics 

2. The components listed above vill each receive a single vouchered 
fund procurement allotment, exempt that the vouchered funds allotments to 
the Office of Logistics will Include separate allotments for property 
procurement as follows: 


a. Stock - TS8 , 

b. Direct Purchases - TSS 

c. Stock - Coramo 

d* Direct Purchases - Caaao 

e. Stock - Medical 

f. Direct Purchases - Medical' 

g. Stock - Other 

h. Direct Purchases - Other 

i. Administrative Property at Headquarters 
j „ Other Property Proeuraaent 
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3* Sffoctive 1 July 1060, procurement transactions at headquarter* 
previously recorded as direct charges against vouehered fund allo tments 
controlled by cccparientB (other then procurement allotments} will be 
processed as follows: 

a* Bsaulsitioacr ; 

(1) If requisitioned by coopmeats listed in paragraph 1 
above, the requisition shall show certification of 
cost authority available sad cite the p ro c u re me nt, 
allotment of the requisitioaer in addition to the 
cost center masher to be charged for the cost; in 
the case of logistics requisitions, the procurement 
allotment listed as item V* in paragraph 2, above, 
shall be cited. 

(2) If requisitioned by other eeaponeats, the requisition 
shall show certification of cost authority available 
and cite only the coat center account number to be 
charged as the procurement will be made by Logistics 
against the appropriate Stock procurement allotment. 

(3) Bequisitieaer than forward the requisition to 
Logistics for procurement action. 

(4) Receives p rop erty sod forwards receiving report 
o&d billing to the Plseal Division. 

b. Office of logistics 

(l) Reviews requisitions, verifies the allotment account 
designated to be charged, if any; or assigns allotment 
account to be charged for requisitions referred to in 
paragraph 3a(£) above. 
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(2) Pr e pares purcbaae order citing expropriate tw& 
aOJLotstent and the coat center nusfeer reflected on 
the requisition, and forward# eopy of purchase order 
the fiscal Bmaion. 

(3) She Bocmaent Stock Central Secti on shell process the 
receipt of nonexpendable property applicable to head* 
quarters FPA procedures based upm receiving report 
received front the finance Division (see item 3d(l) 
below) . 

c* fiscal Btvlolea : 

(1) Becords obligation based en copy of purchase order 
received free the Office of Logistics. 

(2) Spaa payment for the property, records the following 
entry: 

Debit: Account 53J (Cites allotasaat designated cm 

the purchase order) 

Credit: Cash 

(3) h1gn1dat.es obligation 

( 4 ) forwards copy of voucher with attached documents to 
the Piiusace Division. 

d. finance Division 

Based upon fiscal Division vouchers makes the following 

entries: 

(l) for aacegpeadsbie i tests to be record ed under headquarters 
financial property accounting procedores: 

Debit: Account 303*2 

Credit: Account 536 
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DOTS: ‘Use Fi na n ce MTisioa shall transmit & 
a copy of the receiving report for each item, of 
such property to tie Document Stock Control Section, 
Office of logistic* for processing undar FEA. 

(2) for noneapeniable Iteas under I*pe II 19KI procedures 
Detit: Account 602.3 

Credit : Account £35 
Debit: Account 17? 

Credit: Account 376. 

(3) For ejqpmdable items: 

Debit: Account 602.2 

Credit: Account 535 
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